Edit a Hyperfind Query

I. Delete an employee or condition from a query.

e On the right corner of the screen click Setup.

Log Off Setup | Help

e Select Hyperfind Queries

Common Setup

+ Commentz

+ Delegate Profiles
+ HvperFing Queries
¥+ Query M er
+ New Perzon

+ Waorker Types

+ Event Manager
+ Table Import

+ Report Setup

+ Role Profilesz

e Highlight the query to be edited.
e Click Edit on the menu line.

HYPERFIND QUERIES

La=t Refreshed: 9:01AM

pupicaie > e | chanse proerve:

Gery Mame 14 izikility Dezcription
1- Financial Systems Group Personal
All Hatne Puklic Thiz gquery finds all active People within the specified time ...
All Home and Transferred-in Public Thiz guery findz all employvees in my Employes Group and!...
BB Perzonal
(I Perzonal
L b loba) Brlowse Euublic

e Verify you are editing the correct Hyperfind Query by looking at the Query
Name at the top of the screen.

% Query Hame | 1- Financial Systems Group

Description |

Visibility | Per=onal
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e Click the Edit Conditions tab.

SELECT CONDITIONS | EDIT CONDITIONS | WIEW QUERY | ASSEMBLE QUERY VIEW S0QL

ﬁ Edit Condiion = Delete Condiion Print Screen =

e To remove any condition, whether it is an employee or a group, highlight the
condition.

e Click Delete Condition.

SELECT COMDITIONS | EDIT COMDITIONS YIEW QUERY | ASSEMBLE QUERY | VIEW 50L
Edit Condition = Delete [frildition Print Screen =

ID nurmhber is 00094560
1D nurmhber is 00056423
ID nurmhberis 00031428
1D numberis 00062122
ID nurmhber is 00038326
1D nurmheris 00031014
ID nurmhber is 00073464
1D numberis 00092134
HOT(Employee no longer ermployed as of today)

The selected (deleted) condition will then disappear.
Click the Test button to verify the query data is correct.
If it is, close the Hyperfind Test box.

Click Save on the menu line to save your changes.
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Il. Add an employee to an existing Hyperfind Query

e On the right corner of the screen click Setup.

e Select Hyperfind Queries

Log Off Setup | Help

Common Setup

.’
.}
.’
.}
.’
.’
.’.
.}
+
.’

Comments
Delegate Profiles
HyperFing, Queriez
Query M er
Mew Perzon
Waorker Types
Event Manager
Table Import
Report Setup

Role Profilez

e Highlight the query to be edited.

e Click Edit on the menu line.

HYPERFIND QUERIES

Last Refreshed: 9:01AM

pmicie s Lo L oiarceronene: o

Gery Mame 14 Wisibility
1- Financial =y stems Grougp Perzonal
All Home: Pukilic Thiz query findz all active People within the specified time ...
All Home and Transferred-in Puklic Thiz gquery findz all employvees in my Employee Group andy...
BYE Perzonal
0= Perzonal
L bl Globe) Brlowse Eublic

e Verify you are editing the correct Hyperfind Query by looking at the Query
Name at the top of the screen.

% Query Hame | 1- Financial Systems Group

Description |

Visibility | Perzonsl
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e Under Filters, then General Information, highlight Name or ID.

SELECT CONDITIONS | EDIT CONDITIONS

Filters Name or ID
E General Information @ Include 0 H

Timekeeper
Time Management Caarch forl

Hame or ID
Primary lanb
Expired Primary Jo
Primary Account
Additional Informat %) Choose Spg

Person's Dates
Search by

Search by: By Last Name
Search for: type last name of employee (leave the * after the name).
Click the Search box.

The results will appear in the Search Results box.

Search by

Search for

Search Results

® Choose Specific People

By Lazt Mame -

| fiare*

Fiore, Kurt, 00056423
Fiarelli, Lynnia, 000305649

e Before adding the employee to the query, change Search By to By ID.

Search by

Search for

Search Resulis

i@ Choose Specific People

By Last Name -

Ev Lazt Mame
Ev Firzst Name
B':." Full Mame: ER423

e gy 0030569

Edit a Hyperfind

Kronos@jhmi.edu

Page 4 of 7



e Highlight correct name in Search Results box.
e Click Add Condition.

i® Choose Specific People

Search by Evy 1D -

Search Results  Figre |curt 00056423
Fiarelli, Lynnia, 00030569

Search for *

[ spason
| ll=e Sinale Wildeard

e After adding the additional employee(s) to the query, click the Test button.

e The query should be blank.

A HyperFind Test

Last Refreshed: 3:10AM

Show: |1- Financial Systems Group

Time Period: |Current Pary Period

Marme 14 ICx

e Close the Hyperfind Test box.
e Click the Assemble Query tab.

SELECT CONDITIONS | EDIT CONDITIONS | WIEW QUERY | ASSEMEBLE QUERY

e P ieveto > § reresn § a0 § on | vior ] Desemie

YIEW SQL

Disassemble A
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e All the conditions should have an “OR” after them, like below.

SELECT COMDITIONS | EDIT COMDITIOMNS | YIEW QUERY ASSEMEBLE QUERY

ol I o | vor ] piesomble-

D numberis 00031014

e Using your mouse, click and drag over the conditions without the “OR” to
highlight them.

SELECT CONMDITIONS | EDIT COMDITIONS | YIEW QUERY ASSEMEBLE QUERY [

0 e 0 0 D O 2
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e Click “OR” on the menu line.
e “OR” will fill in on the selected rows.

SELECT COMDITIONS | EDIT CONDITIONS | YIEW QUERY

ALSSEMBLE QUERY

Conve ] oo te > | roioan | a0 L o ] vor ] piesccombie

M

e Click the Test button again.
e All the desired employees, including the added ones, should now appear.

‘2 HyperFind Test

Last Refreshed: 9:18AaM

Show: |1- Fimancial Systems Group

Time Period: |Current Pay Period

Mame 14 IC»
Erooks, Lonnell o021 22
Eckert, Louiz Q0035326
Fiare, Kurt Qo0sE423
Hall, Stephen Q0079464
Mu=s=dart, Daniel ooo94se0
Palmer, Robert 00092135
Rivera, Jesus oooz1014

e Close the Hyperfind Test box.
e Click Save on the menu line to save your changes.
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